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Chapter 1: Introduction to eOPF

Electronic Official Personnel Folder (eOPF) is a system developed as a
management solution to handle official personnel files and to simplify
your access to your own Official Personnel Folder (OPF). The OPF
contains human resource (HR) records and documents related to Federal
civilian employees. An OPF is created when an employee begins Federal
service and is maintained throughout the employee’s career in accordance
with United States Office of Personnel Management (OPM) regulations.

The eOPF provides electronic, Web-enabled access to OPF for all
employees, supervisors, and HR staff members to view eOPF documents.
All employees are able to view their own OPF through the eOPF Web
interface. The eOPF also allows supervisors to have view-only access to
specific documents contained in the eOPF of employees who report
directly to them.

eOPF has security measures in place to ensure the integrity of the system.
For example, users are able to view their own eOPF documents, but
cannot modify the documents. Additionally, all activity performed in the
eOPF is logged and can be accessed through various reports.

Note:

The eOPF is not a vehicle through which documents can be modified.
(Information found on SF-50/52s, benefits documents, etc. can be
modified/corrected through agency HR systems, Employee Benefits
Information Systems, etc.)

The eOPF has a variety of functions that are accessible depending upon
the role of the logged in user. This User Guide covers the basic employee
role and assumes you have working knowledge of Microsoft Windows
desktop. This Guide covers topics for installed versions of eOPF. If you
do not have access to the Internet or the eOPF application, please contact
an eOPF administrator to assist you with setup.

IMPORTANT!

This User Guide includes representative screens from the eOPF; however,
your system may be slightly different depending upon your agency’s
requirements. In addition, some functionality, such as career briefs and
position descriptions, is optional and may or may not be configured for
your system.

Chapter 1: Introduction to eOPF 1






Chapter 2: Browser and Viewer
Requirements

To access and utilize the eOPF, you must use two basic “off-the-shelf”
software components: a Web browser application and Adobe Acrobat
Reader. The Web browser enables you to view the various system screens
such as Logon and Search. Adobe Acrobat Reader enables you to view
documents.

Browsers

You can use commercially available Web browsers to access the eOPF.
For best results, it is recommended that you use the latest version of
Microsoft Internet Explorer.

Downloading and Configuring the Viewer (Adobe Reader)

The eOPF stores documents as Portable Document Format (PDF) files,
which can be viewed and printed using Adobe Reader. If you do not have
Adobe Reader installed on your computer, it is available as a free
download on the Internet.

Note:

The Adobe Reader “options” should be set to “not” view inside the
browser. This option can be accessed by selecting Edit > Preferences >
Internet in Adobe Reader v6.x version.

Chapter 2: Browser and Viewer Requirements 3






Chapter 3: Getting Started with eOPF

Before you can perform any activity within the eOPF, you need to log on.
Logging on requires that you have a valid user name and password. Your
user name and password are created either at system deployment or when
you initially become an employee. If you do not already have a user name
and password for eOPF, please contact an eOPF administrator to obtain
one. If you have a user name, but do not recall your password, a ‘Forgot
your password?’ link is available on the eOPF Web Logon page. When
selected, this generates a letter sent by U.S. mail or email, which assigns a
new random password to you.

Note:

After three (3) consecutive failed attempts to log on to eOPF, you are
locked out of the system as a security precaution. The number of failed
attempts is configurable by the administrator.

In order to ensure the security of the eOPF, remember to safeguard your
user name and password. Some guidelines for password security are:
e Do not share your password with anyone.
e Do not write your password down.
e Do not allow anyone to use eOPF with your user name/password
combination, because all eOPF system actions are logged by user
name.

After you log on to eOPF, you can change your password. Additional
eOPF features that you can use include changing your email address,
viewing and updating emergency data, and accessing eOPF online help.

Logging on to eOPF

You must log on to the eOPF each time you want to access the system. After you
log on to eOPF, you can change your password.

To Log on to eOPF:

1. Launch the eOPF application by opening Internet Explorer
and entering the URL assigned to the eOPF.
The eOPF User Agreement page displays.

Chapter 3: Getting Started with eOPF 5



This figure displays the eOPF User Agreement page.

al Personnel Folder nternet Explorer

File Edit View Favorites Tools Help I,'

- A = A 3 =
Qﬁack A ) | lﬂ lg -_;l /-,)SEarch \;:\IJFavnritEs @3 =

Address ‘g“ http://coorsfeopfv 3/

Office of Personnel Manogemen-i_

The Federal Government's Human Resources Agency

| Strategic Management of Human Capital Employment and Benefits Career Opportunities
Mé&u /2;)1 Effjuﬂ( ea
You are here: Home = egov = EHRI eOPF / / ¢
d
' ™

This is an official U.S. Government System for authorized use only. Unauthorized use of this system or the
information on this system could result in criminal prosecution. Signing into this application indicates you have read
and accepted the Full Terms and Conditions of Use and you consent to secure testing and monitoring.

Signing into this application indicates you have read and accepted the Privacy Policy, and you consent to secure
testing and monitoring.

Signing into this application indicates you have read and accepted the Rules of Behavior, and you consent to secure
testing and monitoring.

To access your account information, your computer's assigned Internet Protocal (IP) address, which is controlled by
your Internet Service Provider (ISP), must remain the same from the time you enter your user name and password
on the Login Page until you leave the Account Access section.

Please be aware, you must have Microsoft Internet Explorer version 6.0 or higher and Adobe Acrobat Reader version
6.01 ar higher to run this application software. If you have a question about this application ar you are having a
problem with the application software, send a message with a description of the problem or question, your name,
and email address to your human resources specialist. If you are having a problem with yvour PC, operating system,
network, server, or printer, please contact your agency IT Service Center.

\ VY

Office of Personnel Management Site Index{A—Z "]
1900 E Strest NW, Washington, DC 20415-1000 | (202) 606-1800 | TTY (202) 606-2532

Contact Us | Forms | FAQ's | Products & Services

@ http: /. opm. gov quickindex. asp ‘g Local intranet

Note:

The specific URL address for eOPF will be announced at the time of
deployment, or you may obtain the address from the eOPF administrator.

ACCEFT

2. Read the User Agreement and click the
button.
The eOPF Web Logon page displays.

Accept

6 Chapter 3: Getting Started with eOPF



This figure displays the eOPF Web Logon page.

a e0PF Login - Microsoft Internet Explorer

Office of Personnel Management

ENTERPRISEH R

eOPF v3.1.0.x (Demo on Molson)

Enter your eOPF ID and Password to log in. *

Forgot your Password?

New User - Request your Password...

3. Inthe eOPF ID field, type your user name.
4. Type your password in the Password field.

5. Click the Submit button.
The eOPF Welcome page opens.
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The following figure displays the eOPF Welcome page.

‘2 Welcome to eOPF - Microsoft Internet Explorer |Z| |E| |g|
77__._.
JOE BASIC
Help | FAQ
My eOPF Welcome to the eOPF System
Search eOPF -
Introduction:
Change Email
Emergency Data The eOPF System contains electronic copies of the documents that make up your
Official Personnel File. Your eOPF may not contain copies of all documents that
i were created, as many of these documents have not been scanned in yet. If you
have questions concerning the technical aspects of the eOPF, email the eOPF
Freferentes administrator at eOPFAdmin@agency gov
L"g."m Questions concerning specific personnel actions should be sent to the appropriate
HR representative.
Custom Link
User Info: 1
Email: Joe.Bazici@test.com
No Emergency Data on record.
Pazsword wil expire in: S0 dayis).
| ¥
@ ‘ﬂ Local intranet

New User — Request a Password

To Request a New User Password:

1. From the eOPF Web Login page, click the New User-
Request your Password link.
The New User — Password Request page appears.

8 Chapter 3: Getting Started with eOPF




The following figure displays the New User — Password Request page.

‘A New User - Password Request - Microsoft Internet Explorer |:||§|r>__<|
A

New User - Password Request

€OPF ID: | |

Email Address of record in eOPF: |

Home Zip Code of record in eOPF: l:l

Please provide name and contact information —
if you cannot provide above details.

Message:

ed (eceny

<

\a Local intranet

2. Typeyour eOPF Logon ID in the eOPF ID field.

e Type your eOPF email address in the Email Address of
record in eOPF field.

e Type your Home Zip Code in the Home Zip Code of
record in eOPF field.

e Enter problem and contact information in the Message
text box. This is limited to 255 characters.

3. Click the Submit button.

The New User — Password Request page reappears displaying the
following message “Your password request has been submitted for
processing.”

Chapter 3: Getting Started with eOPF 9



a Mew User - Password Reguest - Microsoft Internet Explorer

New User - Password Request

Your password request has been submitted for processing.

Click here to return to logon page.

| £

Ié] Dane

Note:

Once you request a New User Password, depending on the validation of
the information you supplied you will either be emailed a new password
directly or the eOPF administrator generates a letter containing your new
password. Depending on your organizations policy this letter will be sent
by post office or via email.

Q Local intranet

Note:
You can exit the New User — Password Request page by clicking the

A . el button.

Using the Main Menu Buttons

The eOPF main menu buttons display in the left hand margin of your browser
page. The following table describes the eOPF buttons.

Menu Option Description

My eOPF Displays all of the contents of your eOPF. You can
select individual documents for viewing or printing.
See Viewing Your Entire eOPF for details.

Search eOPF Displays the Search page from which you can filter
the contents of your eOPF. You can view or print

10 Chapter 3: Getting Started with eOPF



Menu Option Description

documents using this option. See Searching for
Specific Documents in Your eOPF for more details.

Change Email Displays the Email Address page from which you can
enter your email address. See Changing Your Email
Address for more details.

Emergency Data Displays the Emergency Contact Information page
from which you can view and update your emergency
information. See Viewing and Updating Emergency
Data for more details.

Change Pwd Displays the Change Password page from which you
can change your password at any time. See Managing
Your eOPF Password for more details.

Preferences Displays the Preference Web page where user can set
general setting such as default forms list shown on
search page and the number of rows to return in a
result set. The workflow tab is only enabled if you
have workflow access.

Logout Logs you out of the eOPF. See Logging Out of eOPF
for more details.

Managing Your eOPF Password

Password Policies

Passwords are used in conjunction with a user name to gain access to the
eOPF. eOPF passwords must adhere to the requirements defined by the
eOPF administrator. The following password restrictions can be enabled
by the eOPF administrator:
Minimum number of characters

e Contain at least one uppercase letter (i.e., ‘A’)

e Contain at least one lowercase letter (i.e., ‘a’)

e Contain at least one number (i.e., ‘1’)

e Contain at least one special character (i.e., !, @, #, $, %, ” &, *,

4L HLL 702> <,0)

e Password expiration period

For example, your eOPF password can be set to expire every 90 days.
When your password expires, you will be forced to select a new one the
next time you log in before proceeding with any other functions.

Chapter 3: Getting Started with eOPF 11



Note:

These password requirements may change since the eOPF administrator
can configure the password requirement settings.

Manually Changing Your Password
eOPF provides the ability for you to manually change your password at any time.

To Change Your Password:

1. From the eOPF Welcome page, click the
Change Pwd button.
The Change Password page displays.

This figure displays the Change Password page.

a e0PF - Change Password - Microsoft Internet Explorer

|

My eOPF
Search e0PF

Change Password :

Allow user to change Password.
Change Email

Emergency Data 0ld Password: | |
Change Pwd

New Password: | |

Preferences

Verify Password: | |

[UPDRTE I GNGET

Logout

2. Enter your current password in the Old Password field.
3. Inthe New Password field, enter your new password.

4. In the Verify Password field, enter your new password
again.

5. Click the MMLLEME pdate button, which will update
your new password in the eOPF.

12 Chapter 3: Getting Started with eOPF



Note:

You can cancel the password change by clicking the i 4 Cancel
button.

Resetting Your Password

If you forget your password, eOPF has a facility to allow you to request
that your password be reset. This link will bring you to an eOPF
password reset request web page. This web page will prompt you for your
eOPF 1D, eOPF email address of record, eOPF home zip code of record
and a free text message in which you can enter additional information
including contact information. When you select the “Reset Password”
button the entries you made will be compared against data in the eOPF
employee information repository. If all three entered values match the
stored values then eOPF will send a new password email to you. The
email is sent to your email address of record in the eOPF repository.

Your email address of record is shown on the eOPF Welcome Page after
you log in successfully. Once logged into eOPF you can change this email
address if required.

If the values you entered do not match the values held in eOPF repository
an email is sent to the eOPF support staff who will contact you to help
resolve any login issues.

To Request a Password Reset:
1. From the eOPF Web Logon page, click the Forgot your

password? link.
The Reset Password Request page appears.

Chapter 3: Getting Started with eOPF 13



The following figure displays the Reset Password Request page.

2} Reset Password Request - Microsoft Internet Explorer |;]|E|P5__<|

-

Reset Password Request

€0PF ID: | |

Email Address of record in eOPF: |

Home Zip Code of record in eOPF: | |

Please provide name and contact information
if you cannot provide above details.

Message:

ed ey

|i<

@ Done

‘-ﬁ Local intranet

2. Type your eOPF Logon ID in the eOPF ID field.

e Type your eOPF email address in the Email Address of
record in eOPF field.

e Type your Home Zip Code in the Home Zip Code of
record in eOPF field.

e Enter problem and contact information in the Message
text box. This is limited to 255 characters.

3. Click the Submit button.

The Reset Password Request page reappears displaying the following
message “Your password request has been submitted for
processing. You will either receive an email with your new
password or be contacted by support staff.” After submitting a
password request do not continue to attempt to logon to the
application as you will lock out your account.

14 Chapter 3: Getting Started with eOPF



M Reset Password Request - Microsoft Internet Explorer

Reset Password Request

Your password reset request has been submitted for processing,

Click here to return to logon page.

I@ Dang

‘Q Local inkranet

Note:

Once you request a password reset, depending on the validation of the
information you supplied you will either be emailed a new password
directly or the eOPF administrator generates a letter containing your new
password. Depending on your organizations policy this letter will be sent
by post office or via email.

Note:
You can exit the Reset Password Request page by clicking the

A . el button.

Chapter 3: Getting Started with eOPF 15






Chapter 4. Viewing Documents

eOPF manages personnel documents, which are organized by folder.
Folders are created for every employee. Individual documents and forms
are filed in chronological order in the individual eOPF folders. Each
eOPF folder contains all the documents that are appropriately retained in
an OPF in accordance with OPM guidelines in the same manner that the
traditional paper-based folders hold the paper personnel documents. The
electronic folders that eOPF manages, are organized and stored in
accordance with OPM guidelines.

eOPF was designed to give you maximum flexibility in viewing your
personnel-related documents. You will be able to view and print these
documents using eOPF.

Viewing Your eOPF Documents

Once logged on to the eOPF system, you can click either the My eOPF
button or Search eOPF button to access your OPF information. If you
select the My eOPF option, you see a listing of all documents stored in
your eOPF listed by effective date of the document. If you choose the
Search eOPF option, you see a filtering page to search for and list specific
documents within your eOPF. You can also print one or more documents.

Viewing Your eOPF

To view all contents of your eOPF in order by effective date of the
documents, click on My eOPF. After clicking My eOPF, you see the
Folder page, which displays a single row representing your eOPF folder.
A second listing automatically opens to display your OPF contents.

The following figure displays the My eOPF Results page.

Chapter 4: Viewing Documents 17



OPF - My eOPF - Microsoft Internet Exple

BEEEEE8

Help | FAQ
My eOPF My eOPF: JOE BASIC
Search e0PF I
View d with B
Change Email
Emergency Data " SHOWALLBOCS™ [ CAWCEL ™ 2|
Change Pwd
e Action | SSN Latest ER Date POID Org Code Adtivity Code
Logout
=) |ooo-00-1000 03/31/2005 TRE AH A
101 returned.
Prev123456 Next
NOA Code
Action| Effective Date | Form Number | Form Description Type 1 Side Create Date
& |oz/17/2005 |Asa AAR ADMINISTRATIVE 962 permanent | 02/17/2005 -]
@ |oz17/2005  |ama AR ADMINISTRATIVE 962 Temporary 02/17/2005
RECORD OF PERSCNNEL SECURITY
&) |oz/08/2005 |aF 2584 B e SECoRT EXCERTION TomEee 02/08/2005
Q |oerzz2004  |aF 1001 RECOMMENDATION FOR RECOGNITION | APPLICATION Permanent  |06/22/2004
Q) |ozio2/1984  [sFs0 NOTIFICATION OF PERSONNEL ACTION | CORRECTION OF CURRENT CPOF | 557 Permanent | 03/08/2004
Q |o2/02/1504  |sFs0 NOTIFICATION OF PERSONNEL ACTION | CAREER APPT 100 Permanant  |03/09/2004
RECREATION OF RESUBMISSION
QD |ozioz/1984  |sFso NOTIFIGATION OF PERSORNEL ACTION | RECREATION OF AES 005 Permanent | 03/05/2004
@ |ozioz/1ses  [sFso NOTIFICATION OF PERSONNEL ACTION | CORRECTION OF CURRENT CROF | 557 Permanent | 03/09/2004
QD |ozoz1s8s  [sFs0 NOTIFICATION OF PERSONNEL ACTION | CAREER APPT 100 Permanent | 03/05/2004
Q |ozozisss  [sFs0 NOTIFICATION OF PERSONNEL ACTION | CAREER APPT 100 Permanent  |03/08/2004
RECREATION OF RESUBMISSION
Q) |ozoziss4  |sFs0 NOTIFICATION OF PERSONNEL ACTION | RECREATION OF RE: 005 Permanent | 03/03/2004
— DOCUMENTATION OF REVIEW FOR TSP3, -
Q |ozoz1s73 [TsPaz A e BENEFITS Permanent | 03/05/2004
@ |oz02/1973  |sFso NOTIFICATION OF PERSONNEL ACTION | RESUMISSION OR ADDITIONTO | gog Parmanant | 03/05/2004
VA LETTER CERTIFYING 30% OR MORE b |
foz/ emporary sos/
Q |ozoz1973  |DG3s T Ry Tie 0 R APPOINTMENT SUPPORT Temporary | 03/09/2004
QD |ozoz1s7z  |pGas DECREE OF ANNULMENT BENEFITS Temporary | 03/09/2004 b |
VALIDATION OF RETIREMENT
f0z/ fos/
Q |ozozisrz  |Tseie b BENEFITS Permanent | 03/05/2004
) o eon TRANSFER OF INFORMATION BETWEEN e (S —— Aminn i &
Prev123456 Next @
& Localintranet

From the My eOPF Results page, you can access folder actions by
clicking on the folder icon (=N

.

Open

Open your eOPF,
= ) show AlDoss  Access Show All Docs page and features,

Emergency Data

Access your emergency contact info,

n L View CarserBrEt Access your career brief (if enabled),

« [ cipFolser Access clip folders associated your eOPF, or

« S ViewPDO  Access Position Description (if enabled).
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Note:

A clip folder is a virtual collection of one or more documents from your
eOPF. It is used for quick access by eliminating the need to search
through all of the documents within your eOPF. These clips can be public
or private. See Working with Paper Clips for more information.

The My eOPF Results page automatically opens your folder and lists its
content.

3 e0PF - My eOPF - Microsoft Internet Explorer

My cOPF
Search eOPF
[

Emergency Data

Change Pwd

Preferences

Logout

You can view a document by clicking the @ Action Button of the

My eOPF: JOE BASIC

ion: | View with

v

Help | FAQ

Action | SSN Latest Eff. Date PO ID QOrg Code Activity Code
=) |ooo-00-1000 03/31/2005 TRE AH A
101 returned.
Prev123456 Next
NOA Code
Action| Effective Date | Form Number | Form Description Type 1 Side Create Date
& o02/17/2005 |amn AR ADMINISTRATIVE 62 Parmanant 02/17/2005 - |
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corresponding to the document you want to view and selecting the view
(€] view option.

Note:

Each time an eOPF document is viewed by you or any other individual,
the event is logged electronically.

To View an eOPF Document Using “My eOPF”:

1. Click My eOPF on the eOPF main menu.
The My eOPF Results page displays.

Chapter 4: Viewing Documents 19



2. From the Annotation drop-down list located at the top of
the display, select whether you wish to view the document
with or without annotations.

Note:

An annotation is a transparent layer placed on top of the document that
may be used to highlight, markup, or write comments. These layers can
be public or private. The ability to create annotations is only provided to
limited groups of people, such as HR specialists.

3. Search for and locate the eOPF document you would like
to view.

4. Click the @ Action Button of the corresponding to the
document you want to view. A pop up menu is activated.
Select the [&] view option.

This action opens the document using Acrobat Reader in a new
window.

5. If the document contains multiple pages, use the Next
Page and Previous Page buttons located in the document
viewer (Adobe Acrobat) to navigate through the document.

6. When you are finished, click the L&l Close button in the
upper right corner of the document viewer window to close
the viewer window.

Searching for Specific Documents in Your eOPF

You can search for and display specific documents in your eOPF. For
example, this may be helpful if you are searching for a specific document
type or looking for documents created in a specific period of time. To
search for specific documents, click the Search eOPF button from the
eOPF main menu to display the Search page.

From within the Search page, you can narrow your search by Form, Type,
Folder Side, Create Date, and Effective Date range. The Form List is
filtered into three categories: Common, All, and Agency. ‘Common’
option is a predetermine list of forms commonly found in the OPF. ‘All
Forms’ option will provide the entire list of all forms defined in the eOPF
repository. “‘Agency’ option will list only forms that are specific to the
agency in which you are an active employee. Your default setting can be
set in user preferences.
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Note:

Important to note that the result set of documents found in your folder and
presented to you is also filtered by the Form Setting you have chosen. If
you want to see all documents in your folder then chose the “All Forms”
choice.

This figure displays the Search page.

3 e0PF - Search Page - Microsoft Internet Explorer |;||E|E|
~
Help | FAQ
My e0PF Search My eOPF :
Search copr_[JFSSERRTS = IR R GG
Change Email Form @ Common Forms O All Forms O Agency Forms
Emergency Data ‘ Al 3 |
Change Pwd Type
Preferences ‘ Gl M |
Logout Folder Sides [ select an

Temporary Permanent |:| Performance D Merged D Overseas D owce D Training

Create Date Start Eff. Date End Eff. Date
| [=2] =5 [t )

[ SERRGT = [ crEAR P ERc |

| £

£
@ Done ‘_\'g Local intranet

To View an eOPF Document Using “Search eOPF”:

1. Click the Search eOPF button on the eOPF main menu to
open the Search page, which allows you to view all or a
subset of your eOPF.

2. Enter your search criteria to retrieve a list of specific
documents in your eOPF.
For example, you could search for documents on a specific folder side
or you could search by document Create Date.
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Note:

Important to note that the result set of documents found in your folder and
presented to you is also filtered by the Form Setting you have chosen. If
you want to see all documents in your folder then chose the “All Forms”
choice.

3. To retrieve all of your documents, click the W
Search button.
Because of the size of the Search page, we have place the action
buttons at both the top and bottom of the page. The Search Results
page displays when the Search button is activated.

The following figure displays the Search Results page.
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Click the MSLLLEE Show All Docs button to show all
documents that meet the search criteria.
The Show All Documents page displays.

Note:

By using the Show All Docs button, you have the ability to select one or
more documents, and have them merged into a single document for
viewing/printing in the document viewer.
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The following figure displays the Search Results page.
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The following figure displays the Show All Documents page.
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Viewing Documents from the Search Results Page

You can use the Search Results page to view and print a document in your
eOPF. Note that you can only view and print documents one at a time
from the Search Results page. If you want to view and print multiple
documents at once, see Viewing Documents from the Show All
Documents Page.

To View Documents from the Search Results Page:

From the top of the Search Results page, select whether you
want to include annotations or not by choosing an
Annotation option.

(See Searching for Specific Documents in Your eOPF for steps on
how to display the Search Results page.) The default setting is to
include any public annotations on the selected documents.

2. Click the @ Action Button of the corresponding to the
document you want to view and select the Q] view option
to view.

The document opens in a new window, using Acrobat Reader.

3. If the document contains multiple pages, use the Next
Page and Previous Page buttons located in the document
viewer (Adobe Acrobat) to navigate through the document.

4. When you are finished, click the L2l Close button in the
upper right corner of the document viewer window to close
the viewer window.

Viewing Documents from the Show All Documents Page

You can use the Show All Documents page to view and print a document
in your eOPF. You can view and print multiple documents at once from
the Show All Documents page.

To View Documents from the Show All Documents Page:

1. From the Show All Documents page, click the
checkbox(es) corresponding to the document(s) you want
to view.

(See Searching for Specific Documents in Your eOPF for steps on
how to display the Show All Documents page.)
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Note:

Use the l_hﬂﬂl'-i Check All and RRONCHECIALLS Uncheck All buttons

to select and deselect all documents listed.

Check the Print column on the Show All Documents page.
If the document is single-sided, click the Print Single Sided
button.

The document opens using Acrobat Reader in a new window. If you
selected more than one document, the documents are merged to create
a new document.

-OR-

If the document is double-sided, click the Print Doubled Sided

button.

The document opens using Acrobat Reader in a new window. If you
selected more than one document, the documents are merged to create
a new document.

Note:
You must have access to a duplex printer for double-sided printing.

3. If the document contains multiple pages, use the Next
Page and Previous Page buttons located in the document
viewer to navigate through the document.

4. When you finish, click the L2l Close button in the upper
right corner of the document viewer to close the viewer
window.

Note:

Using the Show All Docs button to view and print document(s) will
always include annotations.

Show All Documents for a Specific Folder using Search eOPF

Showing all documents for a certain folder allows easy bulk printing
of documents and a way to add many documents to a clip folder at
once.

Click the Search eOPF button from the main menu on the
eOPF application to open the Search page.
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This page allows an Investigator to query by PO ID, SSN, Last Name,
Activity Code, Organization Code, Employee 1D, NOA Code 1, NOA
Code 2, and Query Package and to filter within the results by Form,
Type, Folder Side, Create Date, and Effective Date range.

2. Enter search criteria and click the W Search
button.

The Search Results page displays.

This figure displays the Search Results page.

]

Help | FAQ

My eOPF: BASIC JOE

Annolallon:l\/\ew documents with annotations v

FPowowALLoocs [ |

Action | SSN Latest Eff Date PO ID Org Code Activity Code
>| 12 | s99-88-7777 12/06/2005 TRE AHL A
2¢ returned.
Prev 1 Next
Action | Effective Date | Form Number | Form Description Type Side Create Date | Print
& 1z/0e/2005  [sF350 HOTIFICATION OF PERSONNEL ACTION | APPLICATION Permanent  |12/06/2005 | Single
Q |02/04/2005  |sFs0 NOTIFICATION OF PERSONNEL ACTION | CANCELLATION Permanen t  |02/04/2005  |Single
)

& Local intranet

3. Click on the < Folder Action icon and select the

() show AlDocs Show All Docs option to display the documents
contained in the chosen folder.
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The Show All Documents page will appear and display all documents
for this folder. The following figure shows the Show All Documents

page.

“Z} OPF - My eOPF - Microsoft Internet . R R R ——————————bL—————.— EEEIEE

&
Help | FAQ

My OPF To select a document to print, select the check box next to the document and click on the Print Documents butten.

Search eOPF M‘_ S w_”‘_"" - W:- S W" s W .

Change Email

\ Emergency Data 2 Common document(s) returned.
Change Pwd Prev 1 Next

) Effective
Date
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Preferences
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[0 |[o2/04/2005 |sFso NOTIFICATION OF PERSONNEL ACTION CANCELLATION Permznen t | 02/04/2005 |Single

Changing the Viewing Size of an eOPF Document

Once you open a document, you may need to change the way it appears on
your screen. Perhaps you need to change the size to fit in your monitor or
you would like to zoom in to view details. The following steps
demonstrate how to use the Adobe Acrobat document viewer.

To Change the Page Size:

1. Search for and open the desired eOPF document.
If there are multiple pages, navigate to the page you wish to view by
using the Next Page and Previous Page buttons.

2. Click the Zoom In or Zoom Out buttons to change page
sizes.
You can also select a view size from the drop-down list. The
numbers represent the percent of original size.

Chapter 4: Viewing Documents 27



The following figure displays the Zoom drop-down list.

@ fs% |- ® |
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Fit in Window
Actual Size
Fit Width

Fit: Wisitle

3. Toreturn to screen size, select Fit in Window from the
drop-down list.

Viewing Annotations within an eOPF Document

The eOPF includes an annotation feature to allow HR specialists to make
annotations on documents. Annotations are preserved as transparent layers
that sit on top of the original document. As a basic user, you only have
access to view public annotations on your folder.

The annotation is attached directly to the page the comment references.
You can view or print the document in its original state or with the
annotations that have been added. Furthermore, if multiple HR users
make annotations, each is saved as a separate layer, which preserves the
information about who added what information.

Annotations are added separately to each individual page of a document.
Therefore annotating multi-paged documents requires navigation to each
page to view the annotations for that page.
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Note:

There are two classifications of an annotation: public and private. Unless
you define an annotation as “private,” it can be viewed by anyone who
views the document via the eOPF. In addition, a public annotation may be
edited or deleted by any HR specialist or supervisor who has the ability to
create an annotation. Private annotations can only be viewed and or edited
by the user who created the annotation. eOPF administrators can view and
modify both types of annotations.

To View an eOPF Document:

1.

The following figure displays the Search Results page.

After clicking My eOPF, search for and locate the eOPF
document you would like to view.
The Search Results page displays.
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From the Annotations drop-down list located at the top of
the display, select View documents with annotations.
This is the default setting.
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3. You can view a document by clicking the & Action Button
of the corresponding to the document you want to view
and selecting the [l view option.

The document opens using Acrobat Reader in a new window.

4. If the document contains multiple pages, use the Next
Page and Previous Page buttons located in the document
viewer to navigate through the document.

5. When you are finished, click the L2l Close button in the
upper right corner of the document viewer window to close
the viewer window.

Viewing Instruction Pages

The eOPF allows you to see instruction pages related to forms placed in
your eOPF. When an eOPF administrator adds a form to the system, the
eOPF administrator can also add instruction pages. If a form includes

instruction pages, the [ nstruction Pace jon is enabled on the Action
Menu.

To View Document Instruction Pages:

1. After clicking My eOPF, search for and locate the eOPF
document in your folder with instructions you would like to
view.
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The following figure displays the eOPF Search Results page.
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2. You can view a document by clicking the @ Action Button
of the corresponding to the document you want to view

and selecting the [=3] instruction Page option.
The instruction pages open in a new window.

3. If the document contains multiple pages, use the Next
Page and Previous Page buttons located in the document
viewer to navigate through the document.

4. When you are finished, click the L&l Close button in the
upper right corner of the document viewer window to close
the viewer window.
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Chapter 5: Printing

Although the eOPF is designed to make reviewing your OPF more of a
paperless process, there will be times when you will need a hard copy of
an OPF document. You can print documents with or without annotations.

You can choose to print all or specific documents found in your eOPF.
Using the My eOPF option, you can only print a single document at a
time. Using the Search eOPF option, you can select one or more
documents from your eOPF for printing.

Printing an eOPF Document Using My eOPF

To Print an eOPF Document:

1. After clicking My eOPF and expanding your folder, search
for and locate the desired eOPF document to print.

2. You can view a document by clicking the @ Action Button
of the corresponding to the document you want to view
and selecting the Q] view option.

Do not forget to set your desired annotation setting. The default
setting for printing annotations is Print All Annotations.

Note:

The column labeled Print on the Search Results and Show All
Documents pages indicates whether the original document was a single or
a double-sided document. The Print column may not be visible if disabled
in your preferences. See Changing Your Preferences.

3. On the document view window toolbar, click either the
Print button, or select File, Print from the viewer window
menu.

The Print Dialog box opens. Ensure that your printer settings are
correct.
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The following figure displays the Print Dialog window.

" Curent page
" Pages from: |'I

tax |2

Print: IEven and Odd Pagesz j

v Comments

— Prinker
(PN | F | acer)et 8000 S eries PCL Fraperties |
Status:  Fleady [~ Reverse pages
Type: HF Lazer)et 3000 Series PCL [ PFrint a5 image
“Where:  IP_192163.4.90 [ Print b file
— Print Range — Copies ahd Adjustments
Al " Selected pages/araphic Mumber of copies; |1 3:

V¥ Caollate
v Shiirk oversized pages to paper size
[ Expand small pages to paper size
¥ Auto-rotate and center pages

= PostSeript Dptions

Fiint Method: | Language Level 2 j
¥ Optimize for Spesd
¥ Dowrload dsian Fants [ Save Frinter Memar

Color Managed:  On printer

Printing Tipz | Advanced... I

Preview

k— B.50—

il
|

Units: Inches

Zoom; 99.8%

o |

Cancel

Note:

If you are printing a double-sided document, make sure that the printer
selected is capable of performing duplex printing.

4.

When you finish modifying the printer settings, click the

OK button in the printer setup dialog box.

The document begins to print.

window.

Click the Cancel button to exit the print mode.

Click the Close button to close the document view
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Printing Entire eOPF or a Subset of Documents Using Search
eOPF

eOPF produces search results pages that contain the list of documents
matching your search query. You have the option of printing one or more
documents directly from the results page, if desired.

To Print One or More Documents Based on Search Results:

1. Click the Search eOPF button on the eOPF main menu.
The Search page displays.

This figure displays the Search page.

3 e0PF - Search Page - Microsoft Internet Explorer @ |;||§| '

Help | FAQ
My eOPF
Search eOPF Search My eOPF :
e i e
Emergency Data Form @ Common Forms QAII Forms O Agency Forms
Change Pwd ‘AII v|
Type
Preferences ‘All .,|
Logout
Y Folder Sides [Jselectan
Temporary Permanent
|
Create Date Start Eff. Date End Eff. Date
| I=1) |EH | Emt
End Effective Date
‘— >
él Done ‘_g Local intranet

Enter search criteria to narrow the list of desired documents

and click the W Search button.

-OR-
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Click on the W Search button without entering

search criteria if you desire all documents within your
eOPF.
The Search Results page displays.

From the Search Results page, click the | Show
All Docs button.

The Show All Documents page appears containing only the documents
that meet the search criteria.

This figure displays the Show All Documents page.

2 e0PF - Document - Microsoft Internet Explorer L %
Help | FAQ
To select a document to print, select the check box next to the document and click en the Print Documents button
TR T
ycopp[JIPRNTSIIGLESOED | [FENT DOV ESIE
Search eOPF _—
Change Email Name Create Date Eff. Date Form Action Type Folder  Print
Tl BASIC, 6202005 6222005 CERTFICATE OF CLEARANCE AND RECORD
. Lljoe ' f1asisAu  120000AW  OF PERSONNEL SECURTY IN S Ll B
| Change Pwd [JEASC, GROIS  GZU2005  RECORD OF PERSONNEL SECURTY WVESTIGATONS/SECURITY [
1 JOE 113335AM 120000 AM  INVESTIGATION AND CLEARANCE CLEARANCE g
[ Preferenices e ?fg‘ﬁg"’m SNEIS . FECOMMENDATION FOR RECOGNTION  EMPLOYEE Performance Single
7 5
Logout O fmeacs  SRae o NOTFICATION OF PERSONNEL ACTION QUALTY INCREASE Permanent  Single
sab Lothe I REQUEST FOR PERSONNEL ACTION PAY ADJ Temporary  Single
JOE 31533PM 1Z00:00AM
BOC) BEems SEE0DS NOTIFICATION OF PERSONNEL ACTION  LOCALITY PAYHENT Permanent  Single ¥
JOE  ISSEEPM 120000 AM
BSics BRI aretin REQUEST FOR PERSONNEL ACTION APPOINTMENT NTE Temporary  Single
JOE  Z4B4GPM 120000 AM
5
sl iy S0 ASSIGNMENT OF FEGLI BENEFTS Permanent  Single
I0E  Z4BAGPM  12:00:00 AM
BESLINN ROy g0 THRIFT SAVING PLAN ELECTONFORM  BENEFTTS Permanent  Single
JOE ZATAIPM  1Z00:00AM
s Lo - NOTFICATION OF PERSONNEL ACTION  EXT OF APPT NTE Permanent  Single
IDE Z4B0SPM 12:00:00 AM
b
%4 Local intranet

4. Select the documents to print by clicking on the

checkbox(es) to the left of each document. You can select

all listed documents by clicking on the W'-'- Check
All button.

Click either the |l print Single Sided or the

W Print Double Side button located at the top of
the page to start the printing process.

The selected documents are merged into a single PDF document and
displayed in the document viewer.
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Note:

Use the bslBLLLl print Window button on the Show All Documents
page to print the shown list.

6. From the document viewer click the Print option.

7. Click the L=l Close button in the top right corner of the
document view window to close the document.
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Chapter 6: Working with Paper Clips

Paper Clipping Documents within Your Folder

eOPF provides the ability to “paper clip” documents from the same folder
together. These paper clips are actually associations that allow you to
view groupings of documents. eOPF paper clipping allows you to select
individual pages within a document for clipping or to select multiple
complete documents to be inserted into a paper clip folder.

Each folder can have an unlimited number of paper clips. For maximum
usability, we recommend that you paper clip documents by meaningful
association, such as “all benefit forms associated with the birth of an
employee’s child”.

eOPF allows you to create two kinds of paper clips — public and private.
Any user of the eOPF can see public clips. Private clips can only be seen
by the creator, administrator, or HR Specialist that manage the OPFs.
“Private” paper clips can be reassigned as “public” paper clips by either
the clip owner or the eOPF administrator.

If a document that has been “paper clipped” to other documents is deleted

from the eOPF, the paper clip remains intact (with the other clipped
documents), minus the newly deleted and purged document.

Creating a Paper Clip

The first step in using paper clips is to create a new paper clip for a folder.
To Create a New Paper Clip for a Folder:

1. Click the My eOPF button on the eOPF main menu.
The Folder page displays a single row representing your eOPF folder.
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The following figure displays the My eOPF Results page.
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Click on the = Folder Action icon and select the (= Cip Folder
Clip Folder option to open the Clip Folders page of this
folder.

The following figure displays the Clip Folders page.

A eOPF - Clip - Microsoft Internet Explorer.

Help | FAQ

Clip Folders :

My o0 Allow b acldrnortfyelete s Folder. Click on the Detsil button to visw the clps i the Folder.
Search eOPF
Change Email
Emerges ' Data ‘ Owner | Description |Clip Date | Security =
| £1/2005 541 49 Ph ' Public

BASIC, JOE | Basic Clip 1

i,BaS\c Clip 2 i |

: Public vr

Prefere:

Logout

% Local intranet
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3. Enter a description for the paper clip in the Description
field.
For maximum usability, try to be as specific and descriptive as
possible.

4. In the Security field, select either Public or Private based
on your needs.

eOPF allows you to create two kinds of paper clips — public and
private. Any user of the eOPF can see public clips. Private clips can
only be seen by the creator, administrator, or HR Specialist that
manage the eOPFs.

5. Click the Insert button.
6. Click the e Back button to return to the previous
page.

Adding Documents to a Paper Clip

Once you add a paper clip to your folder, you can add additional
documents to the paper clip at any time. This can be done from either the
My eOPF Results page or from the Show All Documents page.

To Add Documents to a Paper Clip from My eOPF Results
page:

1. Click the My eOPF button on the eOPF main menu.
The My eOPF Results page displays your eOPF folder and document
contents.
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The following figure displays the My eOPF Results page.

F - My eOPF - Microsoft Internet Expl
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On the My eOPF Results page, click the @ Action Button
of the corresponding to the document you want to view

and select the k# AddtoCip Aqd Clip icon, for the document
you want to place in a clip folder.

This opens the Add Clip to Clip Folder page.

The following figure displays the Add Clip to Clip Folder page.

‘@l e0PF - Clip List - Microsoft Internet Explorer

Help | FAQ
Add Clip to Clip Folder :
My e0PF
Search eOPF Select the clip folder you want to add the clip to.
Change Email
Emugemy Data W
Change Pwd T T L T T
| Owner | Description Clip Date | Pages | Security
Preferences :BAS\C, JOE ?Baslc Cligp 1 iVEM 12005 34145 PM U | Public:
- 'l [ | —
1
—
]
‘-(! Local inkranet
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4. Click the
folder.
The Add Page to Clip Folder page appears.

Select button to add the clip to the clip

The following figure displays the Add Page to Clip Folder page.

A eOPF - Add Clip - Microsoft Internet Explorer: |Z|E|fz|

Help | FAQ
Add page to Clip Folder :
My eOPF ]
Search eOPF Check the page you want to add to Clip Folder. Click on the image to see larger one.
Change Email

Emergency Data

T :

Logout

TEST PDF  TEST PDF
PAGE 1 PAGE 2

1 []Add Page to Clip 2 []add Page to Clip

SRR |

@ Done ‘-j Local intranst

5. Select the Additional Pages you want to add to the clip,
SUBMIT

and then click the idl submit button.

The Confirmation page appears.

Note:
Click the WSEICEN B,k button to return to the previous page.
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The following figure displays the Confirmation message page.

-2 eOPF - Confirm Clip - Microsoft Internet Explorer |Z||E|E

A

JOE BASIC
|  FAQ

Help

Pages have been successfully added to the Clip Folder,
My e0OPF

Search eOPF i —
Change Email
Emergency Data

Change Pwd

Preferences

Logout

[

‘-'J Local intranet

I@ Dane

6. Select the MMM OK button.

The Search Results page reappears.

To Add Documents to a Paper Clip from Show All Docs page:

1. Click the My eOPF button on the eOPF main menu.
The My eOPF Results page displays your eOPF folder.
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The following figure displays the My eOPF Results page.
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Show All Docs button.
The Show All Documents page appears containing only the
documents that meet the search criteria.

From the My eOPF Results page, click the
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The following figure displays the Show All Docs page.

A eOPF - Document - Microsoft Internet Exploren
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To select a document to print, select the check box next to the document and click on the Print Documents button.

i Name Create Date Eff. Date Form Action Type Folder  Print
Emergency Data r BASIC, 6/20/2005 BI22/2005 CERTIFICATE OF CLEARANCE AND RECORD

JOE  1135:1BAM  12:00:00AM  OF PERSONNEL SECURTY IN EXCERTON kg Soae
Change Pwd D BASIC, 8/20/2005 8/21/2005 RECORD OF PERSONNEL SECURITY INVESTIGATIONS/SECURITY Bermanett s Sl
J0E 11:33:35AM  12:00:00 AN  INVESTIGATION AND CLEARANCE CLEARANCE i
Preferences ] JB;;'C' 5‘1 12300 2 430 usm snmzmu zumnsAM RECOMMENDATION FOR RECOGNTION EMPLOYEE Performance Single
T GBI 3
Logout I JB;ES'C' o 6_3§5PM ?‘f_‘?ﬁga sy MNOTIFICATION OF PERSONNEL ACTION QUALITY INCREASE Permanent  Single
i G e REQUEST FOR PERSONNEL ACTION PAY ADJ Temporary ~ Single
JOE  3:A533PM 12:0000 AM !
LGB0 OHe00s NOTIFICATION OF PERSONNEL ACTION LOCALITY PAYMENT Permanent  Single T
JOE FIESEBPM 12:00:00 AN
2 ASs BHENS B REQUEST FOR PERSONNEL ACTION APPOINTMENT NTE Temporary Single
JOE  Z4BM4EPM  12:00:00 AN
BI2/2005
S s ASSIGNMENT OF FEGLI BENEFITS Permanent  Single
JOE  Z4B16PM  12:00:00 AN
|:| E:ESIC' g’:?g!ﬁ__w 12_‘}0% AN THRIFT SAVING PLAN ELECTION FORM BENEFITS Permanent  Single
O JEL’;‘ES'C' glﬁgﬁspm ?‘fﬁfgg ay  MNOTFICATION OF PERSONNEL ACTION EXT OF APFT NTE Fermansnt  Single

123

‘-3 Local intranet

3. Using the Show All Docs page, select the documents you

want to add to a clip folder. Click the T £ dd to
Clip button, which opens the Add Clip to Clip Folder page.

The following figure displays the Add Clip to Clip Folder page.

<} eOPF - Clip List - Microsoft Internet Explorer

Help | FAQ
Add Clip to Clip Folder :
My eOPF ]
Search eOPF | Select the clip folder you want to add the clip to.
Change Email
Emergemy Data T
Change Pwd T T B ! i T
3 | Owner | Description Clip Date | Pages | Security
Preferences | BASIC, JOE E-télensu: Clip 1 i-EH 12005 3:41:49 PM U | Pullic:

Logout

1

€

‘i‘ Local intranet

4. Click the
clip folder.
The entire set of selected documents is added to the selected clip
folder.

Select button to add the documents to the
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The following figure displays the Confirmation message page.

-2 eOPF - Confirm Clip - Microsoft Internet Explorer E”E|E|

A

JOE BASIC
|  FAQ

Help

Pages have been successfully added to the Clip Folder,
My e0OPF

Scarch cOPF ([T Ok 4
Change Email
Emergency Data

Change Pwd

Preferences

Logout

[
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I@Done
5. Select the MMM OK button.

The Search Results page reappears.

Viewing Documents within a Paper Clip

Once a paper clip has been created and populated, you can view a list of
the documents associated with that clip and view those documents.

To View Documents Contained within a Paper Clip:

1. Click the My eOPF button on the eOPF main menu.
The Search Results page displays your eOPF folder.
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The following figure displays the My eOPF Results page.
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Click on the = Folder Action icon and select the (= Cip Folder
Clip Folder option to open the Clip Folders page for this
folder.

This figure displays the Clip Folders page.

2 eOPF - Clip -

icrosoft Internet Explorer

Help | FAQ

Clip Folders :

Allow o add/modify delete cip Folder, Click on the Detail button to view the clips in the Falder,
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Preferences
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3. Click the Detail button next to the desired paper
clip.
The View Clip Folder page appears.

This figure displays the View Clip Folder page.

ZM eOPF - Clip Detail - Microsoft Internet Explorer

Help | FAQ

View Clip Folder :

My eOPF

Search e0PF Click on the clip to view.

Change Email

Name Create Date Eff Date Form Action Type Folder Page Num View Clip Remove
Emergency Data G
BASIC, JOE  BM/2005 2:48:45 PM BI2i2005 12:00:00 AWM SF 52 APPOINTMEMT MTE Temporary 1
g BASIC, JOE  BM/2005 2:48:46 PM BI2i2005 12:00:00 AWM SF 52 APPOINTMEMT MTE Temporary 2 @ @
—_—

\g Local intranet

4. Click the ﬁ View Doc icon to view the desired document
within the clip.
The document appears.

Note:

A paper clip is classified as public or private. A public paper clip can be
viewed by any user accessing the selected folder. However, a private
caper clip can be viewed ONLY by the user who created the paper clip, an
eOPF administrator, and any HR Specialist that manages the OPF.

5. Click the
page.

Back button to return to the previous

Removing a Document from a Paper Clip

As your use for paper clips changes over time, you may need to modify
the contents of a paper clip. In addition to being able to add documents to
a paper clip at any time, you also have the option of removing them from
the paper clip.
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Note:

Removing a paper clip from a document does not remove the document
from the system. Rather, it removes the association of the document to the
other paper clipped documents.

To Remove a Document from a Paper Clip:

1. Click the My eOPF button on the eOPF main menu.

The Search Results page displays your eOPF folder.

The following figure displays the My eOPF Results page.

F - My eOPF - Microsoft Internet Explorer

E|E) EE &

JOE BASIC
Help | FAQ
My e0PF My €OPF: JOE BASIC
Search eOPF I
o View d with B
ine el
Emergency Dara | PSHOWALTDOG™ | S eRRGET= =
Change Pud
— Action | SSN Latest Eff Date PO ID Qrg Cods Activty Code
foyeet
=) |ooo-00-1000 037312005 TRE aH a
101 returned.
Prev12345 6 Next
< NOA Code
‘A:ctmn Elockivg Dite | o Hisnbes | Fosti Destiigtion T ! Side Cimate s
Q |ozi7/2005 |ama AAA ADMINISTRATIVE sez Permanent  |02/17/2005 Lo
Q |oz/17/2005 |Asa AR ADMINISTRATIVE 562 Temporary  |02/17/2005
RECORD OF PERSONNEL SECURITY 2
&) |02/08/2005 | AF 2584 e L Sl e EXCEPTION Temporary | 02/08/2005
@ |oei23/2008  |aF 1001 RECOMMENDATION FOR RECOGNITION | APPLICATION Permanent | 06/22/2004
Q) |ozoz1%es |sFso NOTIFICATION OF PERSONNEL ACTION | CORRECTION OF CURRENT CPOF | gg7 Permanent | 03/03/2004
Q |omozisss  [sFs0 NOTIFICATION OF PERSONNEL ACTION | CAREER APET 100 Permanent  |03/08/2004
RECREATION OF RESUBMISSION
Q) |ozoz/1s84  [sFs0 NOTIFICATION OF PERSONNEL ACTION | RECREATION OF REC 005 Permanent | 03/05/2004
Q |ozoz1s84  [sFrs0 NOTIFICATION OF PERSONNEL ACTION :lDL:REC”D” DR GERRENECRRES | 7 permanent | 03/09/2004
&) |oz/oz/1388 |sFs0 NOTIFICATION OF PERSONNEL ACTION | CAREER APRT 100 (P 03/09/2004
@ |ozozisss  [sFso NOTIFICATION OF PERSONNEL ACTION | CAREER APET 100 Permanent  |03/09/2004
RECREATION OF RESUBMISSION
& |oz/ozjisea  |sFso NOTIFICATION OF PERSONNEL AcTION | RECREATION OF RES 003 Permanent  |03/0/2004
v DOCUMENTATION OF REVIEW FOR TSP3, o
Q |ozoziis73  |TSP42 S LRt R BENEFITS Permansnt  |03/09/2004
@ |ozozis7a [sFso NOTIFICATION OF PERSOMNEL ACTION | RESUMISSION OR ADDITIONTO | go5 Parmanent | 03/05/2004
7 VA LETTER CERTIFYING 30% OR MORE e e B
@ |o02/02/1973 |pG3s YA LTI CERTITIING S0% OR | APBOINTMENT SURPORT ety 03/09/2004
@ |ozozisra  |peas DECREE OF ANHULMENT BENEFITS Temporary | 03/09/2004 M
VALIDATION OF RETIREMENT
; jos/:
Q |ozozie7z  |TsP1s YAl DATION o BENEFITS Permanent  |03/08/2004
T lnminmsinmn rmnan TRANSFER OF INFORMATION BETWEEN [ S V—— s
Prev123456 Next 2
& | pone & Localintranet

2. Click on the 2 Folder Action icon and select the (= Cip Forer
Clip Folder option to open the Clip Folders page for this

folder.
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The following figure displays the Clip Folders page.

A eOPF - Clip - Microsoft Internet Explorer

Help | FAQ

Clip Folders :

i Allow o add{modifyjdelete dip Folder. Click on the Detail buttan to view the clips in the folder,

Search e0PF

(hange Email

Emergency Data | Owner Description Clip Date Pages  Security | _

i ‘ ; |
ChangePwd [l BASIC,JOE  Basic Clip 1 51142005 3:41:43 PM i Public

Preferences : [Basic Clip 2 | || Public v [

Logout

%J Local intranet

3. Click the Detail button next to the desired Paper
Clip.

The View Clip Folder page appears.

The following figure displays the View Clip Folder page.

A eOPF - Clip Detail - Microsoft Internet Explorer

Help | FAQ
View Clip Folder :
My e0PF
Search eOPF Click on the clip to view.
Change Email - - - =
: i Name Create Date Eff Date Form Action Type Folder Page Num View Clip Remove
mergency Data
e BASIC, JOE  BA2005 24546 PM  B2/200512:00:00 AM SF52  APPONTMENTMTE  Temporary 1
ange Pwi
e BASIC, JOE  G//2005 24546 PM  GI2/2005 12:00:00 AW SF52  APPOINTMENTNTE  Temporary 2 @ @
references
e
o
‘-_g Local intranet

4. Click the % Delete icon to delete the desired document
within the clip.
The document is removed from the clip.
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Note:

A paper clip is classified as public or private. A public paper clip can be
viewed by any user accessing the selected folder. However, a private
paper clip can be viewed ONLY by the user who created the paper clip, a
member of the eOPF Administrator user group, or any HR Specialist that
manages the OPF.

Note:

Click the RS—— Back button to return to the previous page.

Designating a Public Paper Clip as Private and Vice Versa

When a paper clip is assigned the status of “private,” only the creator, the
eOPF administrator, and HR Specialists managing the OPF will have
access to it.

To Designate a Public Paper Clip as Private (and Vice Versa):

1. Click the My eOPF button on the eOPF main menu.
The Folder page displays a single row representing your eOPF folder.
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The following figure displays the My eOPF Results page.

OPF - My eOPF - Microsoft Internet Explos

FEOER

JOE BASIC
Help | FAQ
My eOPF: JOE BASIC
| view with v
Change Email
Energency et [ POVOWAITRGE® | PCTIGEO
Change Pwd
Action | 88N Latest Eff. Date PO ID Org Code Activity Code:
Logont
000-00-1000 03/31/2005 TRE AH A
101 returned.
Prev123456 Next
2 NOA Code
‘A:cnon Effective Date | Form Number | Form Description Type 1 Side Create Date
& |oz17/2005 |ama AR ADMINISTRATIVE s62 T 02/17/2005 |
Q |oz17/2005 |Asa A8 ADMINISTRATIVE 962 Temporary | 02/17/2005
RECORD OF PERSONNEL SECURITY
Q) |ozos/2005  |AF 2584 i L ettt EXCEPTION Temporary | 02/08/2005
Q |oerzz/2004  |aF 1001 RECOMMENDATION FOR RECOGNITION | APPLICATION Permanent  |06/22/2004
Q) |ozio2/1384  |sFs0 NOTIFICATION OF PERSONNEL ACTION gﬁ:“mm" CREIIENERE | Permanent 03/09/2004
Q |oz/02/1584  [sFs0 NGTIFICATION OF PERSONNEL ACTION | CAREER APPT 100 Permanent | 03/05/2004
RECREATION OF RESUBMISSION
& |oz/02/1384  |sFs0 NOTIFICATION OF PERSONNEL AcTION | RECREATION OF RE: 005 Permanent | 03/09/2004
@ |ozr02/1984  |sFs0 NOTIFICATION OF PERSONNEL ACTION | CORRECTION OF CURRENT CPOF | 557 Permanent | 03/09/2004
D |omozisss  |sFs0 NOTIFICATION OF PERSONNEL ACTION | CAREER APPT 100 Permanent | 03/05/2004
Q |oz02/1584  |sF30 NGTIFICATION OF PERSONNEL ACTION | CAREER APPT 100 Permanent  |03/05/2004
RECREATION OF RESUBMISSION
QD |ozioz/1984  [sFso NOTIFICATION OF PERSORNEL ACTION | RECREATION OF RE: 005 Permanent | 03/05/2004
— DOCUMENTATION OF REVIEW FOR TSP3, pa—
O |ozoz/1973  |Tspaz o o e BENEFITS Parmanant | 03/09/2004
Q) |ozozis7z  [sFso NOTIFICATION OF PERSONNEL ACTION | RESUMISSION OR ADDITIONTC | gpg Permenent | 03/09/2004
VA LETTER CERTIFYING 30% OR MORE A
f0z/ fos/
Q |ozozisz  |peas R TG 30 o | APPOINTMENT SUBPORT Temporary | 03/09/2004
QD |ozozi1s7z  |DGas DECREE OF ANNULMENT BENEFITS Temporary | 03/09/2004
— VALIDATION OF RETIREMENT -
Q |ozoz1s73 |TsP1s o BENEFITS Permanent | 03/05/2004
D T O ] e TRANSFER OF INFORMATION BETWEEN PU— e . PR b
Prev123456 Next

& | Done

& Localintranet

2. Click on the 2 Folder Action icon and select the [ CP Foler
Clip Folder option to open the Clip Folders page of this

folder.

The following figure displays the Clip Folders page.

2 eOPF - Clip

Microsoft Internet Explorer

Clip Folders :

Help |

My;c0EF Allowe ko addfmodify/delete dip Folder, Click on the Detail button to view the clips in the Folder,
|0wner |Description |Clip Date |Pages |Security
Change Pwd il BASIC, JOE Basic Clip 1 6142005 3:41:49 PRl I Public
Vil irences HEasm Clip 2 | | Public %
Logout 1

% Local intranet
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3. Click the Edit button associated with the document.

4. In the Security field, select either Public or Private based
on your needs.

5. Edit the desired fields, and then click the Update
button.
The Clip Folders page reappears displaying the following message:
“Selected clip is updated successfully” above the list as shown in the
following figure.

This figure displays the Clip Folders page with the verification
message.

e Clip - Microsoft Internet Explorer

JOE BASIC

Help | FAQ
Clip Folders :
LA st oot oot clip Folder. Click o the Debai button ko vizw the cins in the faider,
Search eOPF
—
PR A Selectad clip is updated successfully,
Emergency Data | T T — T T T =
i - Owner Description Clip Date Pages | Security
i| ChangePwd
W Datail BASIC, JOE Basic Clip /2005 3:41:49 FM 2 Puilic Delete
[ | [Puble ]

1

S Local intranet

Note:

A paper clip is classified as public or private. A public paper clip can be
viewed by any user accessing the selected folder. However, a private
paper clip can be viewed ONLY by the user who created the paper clip
and the eOPF administrator.

6. Click the Cancel button to return to abort the edit process.

Deleting a Paper Clip

eOPF provides you the ability to delete paper clip associations you have
created. Deleting a paper clip only removes the association between the
documents, not the documents themselves. If you wish to remove a
document from eOPF, please see an eOPF administrator.
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To Delete a Paper Clip Association from a Set of Documents:

1. Click the My eOPF button on the eOPF main menu.
The Search Results page displays your eOPF folder.

The following figure displays the My eOPF Results page.

=} eOPF - My eOPF - Microsoft Internet Explos

JOE BASIC
Help | FAQ
My eOPF: JOE BASIC
| view with b
Change Email
Gmegeny o [PV e =
Change Pwd
el ovenoes Action | SSN Latest Eff. Date PO ID Org Code Activity Code
Logout
L =) |ooo-00-1000 03/31/2005 TRE AH A
101 returned.
Prev123456 Next
NOA Code
‘A:ctmn Effective Date | Form Number | Form Description Type : Side Create Date
Q |ozi7/2005 |ama AAR ADMINISTRATIVE 382 Permanent | 02/17/2005 L]
Q |oz/17/2005  |Asa AAR ADMINISTRATIVE 562 Temporary  |02/17/2005
RECORD OF PERSONNEL SECURITY
Q) |o2/08/2005  |aF 2584 At il EXCEPTION Temporary | 02/08/2005
@ |os/23/2008  |aF 1001 RECOMMENDATION FOR RECOGNITION | APPLICATION Permanent | 06/22/2004
Q) |ozoz1%es |[sFso NOTIFICATION OF PERSONNEL ACTION | CORRECTION OF CURRENT CPOF | 557 Permenent | 03/09/2004
Q |ozozisss  [sFs0 NOTIFICATION OF PERSONNEL ACTION | CAREER APPT 100 Permanent | 03/05/2004
RECREATION OF RESUBMISSION
Q) |ozoziss4  |sFs0 NOTIFICATION OF PERSONNEL ACTION | RECREATION OF RE: 005 Permanent | 03/03/2004
Q |ozo2i1584  [sFs0 NOTIFICATION OF PERSORNEL ACTION | CORRECTION OF CURRENT CROF | go7 Permanent | 03/05/2004
& |oz/02/1384 |sFs0 NOTIFICATION OF PERSOMNEL ACTION | CAREER APET 100 Permanant | 03/09/2004
Q |ozozi19e4  [sFso NOTIFICATION OF PERSONNEL ACTION | CAREER APPT 100 Permanent | 03/05/2004
RECREATION OF RESUBMISSION
D |ozozisss  [sFso NOTIFICATION OF PERSONNEL ACTION | RECREATION OF RE: 005 Permanent | 03/09/2004
DOCUMENTATION OF REVIEW FOR TSP3,
f0z/ 4 fos/
Q |ozozisrz  |Tspaz o S e BENEFITS Permanent | 03/05/2004
QD |ozoz/i973  |sFso NOTIFICATION OF PERSONNEL ACTION gig”F"Is‘gm" CI3 (US| s Permanent 03/09/2004
— VA LETTER CERTIFYING 30% OR MORE - b |
@ |oz021573  |pe3s T e e APPOINTMENT SUPPORT Temporary | 03/09/2004
& |oz/02/1973 DG 46 DECREE OF ANNULMENT BENEFITS TomEee 03/09/2004 n
VALIDATION OF RETIREMENT
foz/ fos
@ |ozoz973  |TsP1e b BENEFITS Permanent | 03/05/2004
TR P TRANSFER OF INFORMATION BETWEEN  |mrwroer | (o PR ]
Prev123456 Next 3
& Local inranet

2. Click on the 2 Folder Action icon and select the [ Cip Forer
Clip Folder option to open the Clip Folders page of this

folder.
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The following figure displays the Clip Folders page.

2 eOPF - Clip - Microsoft Internet Explorer

Clip Folders :

M&,_ Allow ko add{modify/delete clip Folder, Click on the Detail button to view the clips in the Folder,
Search eOPF
Change Email
Emem“,, Data | Owner .Descriptinn .Clip Date ._Pages ._Security
8 1 T
Change Pwd | BASIC,JOE | Basic Clip 1 612005 341:49 P o ' Public
Preferences | . Mﬂi , @
1

JOE BASIC
Help | FAQ

% Local intranst

3. Click the Delete button.
The Confirmation pop-up box appears.

The following figure displays the Confirmation pop-up box.

Microsoft Internet Explorer [g|

:{,) Do wiou wank to delete Clip Folder?

| oK | [ Cancel

Note:
To cancel the deletion of the record, click the Cancel button.

4. Click the OK button.

The Clip Folders page reappears displaying the following message

“Selected clip is deleted successfully”.
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The following figure displays the Clip Folders page with a confirmation
message.

-2 eOPF - Clip - Microsoft Internet Explorer

Help | FA

Clip Folders :

T TaeIEte T o

lick on the Detail bukkon to view the clips in the Folder.

| Clip Date |Pages  Security
Detail BASIC, JOE Basic Clip 112005 3:41:49 P Ia | Pubtic: i Deicte |
[— [

! |

& Local intranet

Note:
Click the Back button to return to the previous page.
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Chapter 7: Using Other Functions

The eOPF application allows you to change your email address, view and
update emergency data, access eOPF online help, change your user
preferences and view your career brief.

Changing Your Email Address

The eOPF application notifies users when new eOPF documents are added
via email, therefore if your email address changes it is important that you
update it in the system. eOPF allows all users to change their email
address.

To Change Your Email Address:

1. Click the Change Email button on the eOPF main menu.
The Email Address page appears.

The following figure displays the Email Address page.

a e0PF - Change Email - Microsoft Internet Explorer E”E‘rz
~

v

My eOPF
Search eOPF

Help | FAQ

Email Address :

Change Email

Instructions: The e0PF system can automatically inform you every time a document is added to your eOPF. To receive
a notification, please insert the email address you would like this notice sent to into the email address block below. You
Change Pwd may change this address whenever you would like. If you do not enter an address you will not receive any email
notification.

Emergency Data

Preferences

Logout -
’ Your Email Address: |Joe.EIES|c@test.cum

[PoATE = ARG 7 |

2. Type your email address in the Your Email Address field.

3. Click the WMELLSEN pdate button.

The eOPF Welcome page appears with the updated email address
displayed.
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The following figure displays the eOPF Welcome page with an updated
email address.

2} Welcome to eOPF - Microsoft Internet Explorer

JOE BASIC
FAQ

Help

My <OPF Welcome to the eOPF System

Search eQOPF i -
e Introduction:

Change Email

Emergency Data The eQPF System contains electronic copies of the documents that make up your
Official Personnel File. Your eOPF may not contain copies of all documents that
were created, as many of these documents have not been scanned in yet. If you
have questions concerning the technical aspects of the eOPF, email the eOPF
Vreferenees administrator at eOPFAdmin@agency.gov

Change Pwd

Lo Questions concerning specific personnel actions should be sent to the appropriate

HR representative.

Custom Link

User Info:
Email. Joe Basic@test.com

Ne Emergency Data on record.
Password will expire in: 90 day(s

|

‘:J Local intranet

Note:

You can exit the Change Email page by clicking the i 4 Cancel
button and return to the eOPF Welcome page.

Viewing and Updating Emergency Data

The eOPF application allows you to enter emergency contact
information. This information is available to your supervisor and/or
HR personnel for emergency use only.

To View and Update Emergency Data:

1. Click the Emergency Data button on the eOPF main menu.
The Emergency Contact Information page appears.
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The following figure displays the Emergency Contact Information page.

2} eOPF - Emergency Data - Microsoft Internet Explorer

EEX

JOE BASIC

!Emergency Contact Information :

My eOPF
Search eOPF
ENTEY OF THE FOLLOWING INFORMATION IS VOLUNTARY.
Change Email
Emergency Data
Change Pwd iDISC'OSI.II‘E Statement: This information may be used to notify the individuals of your choice should you be taken il
- Er injured during work, This information will be available to vour supervisor and Human Resource personnel for emergency
se only, This information is not to be used for any other purpose. A log is kept showing ary time this information is viewed
Preferences and or changed. Only the individual emploves is authorized o change this data,
Logout
|
User Info :
Last Name : BASIC First Name : JOE Initials : JE
SSN:  000-00-1111 Last Updated:
Home Address:  |12345 Home St. Work Address:
Address {cont): City: ‘ |
City: |Home Town State/Country: ‘ ‘
State/Country: [VA 2Zip/Postal Code:
2Zip/Postal Code: 22222 Bldg Name/Location:
|
Notify First: Notify Second:
Last Name :i Last Name :
First Name | | First Name : ‘ |
Relationship : Relationship :
Street 1 :| | Street 1 :‘ |
Street 2 :! Street 2:
city 3| | City ;. | L
State/Country : State/Country :
Zip :| | Zip :‘ |
EMail ;| EMail:
Home Phone | ‘ Home Phone : ‘ | e

eg\[ Dong

Cj Local intranet

2. Edit the desired fields, then click the MR A o1y

button.

The Emergency Contact Information page reappears displaying the
message “Emergency data updated successfully.”

Note:

You can exit the Emergency Contact Information page by clicking the
(- Cancel button and return to the eOPF Welcome page.
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Changing Your Preferences

The eOPF application allows users to set specific preferences when
using the application. There are two types of preferences: General
and Workflow. Workflow is only accessible if you have workflow
enabled for your account. If you do not have a workflow enabled
account a message is displayed indicating you do not have access
when you try to access the workflow preference tab.

The following figure displays the Workflow Preferences page with denial
of access message.

2 Workflow Settings - Microsoft Internet Explorer I:||E|g|
Ea)

General Workflow

Workflow Preferences :

My e0PF B You do not have access to Workflow
Search eQPF ﬁ 1
Change Email

Change Pwd

Emergency Data -
k Max. Humber of Workflow ltems to Display: |

Preferences

Logout

| *
‘.—J Local inkranet

From the General Preferences tab, a user can set the default forms list that
are provided on the Search Page and the number of rows to display in a
result set. The number of rows is relevant to HR Specialist and
Administrators to control long lists within the administration pages of
eOPF. The filter on the Forms list improves performance by reducing the
size of the list transmitted to your web browser. If you select ‘All Forms’
your list will probably exceed three hundred forms.

To Change Your Preferences (General):

1. Click the Preferences button on the eOPF

main menu.
The Preferences page appears with the General tab active.
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The following figure displays the General Preferences page.

a General Settings - Microsoft Internet Explorer @ |Z||E|r1_(|
o~

\ [ General | Workflow |

My <OPF Preferences - General Preferences :

Search eOPF PP 2

Change Email

Emergency Data Number of Rows per Page (Display):

Change Pwd
3 Common Forms

Preferences Select Default Search Option (Forms): O anrorms
Logout O Agency Forms
s Last Name
Select Results Display (Folder):

First Name
Form Number Form Description
Type Description D NOA Code 1

Select Results Display (Document): | [ NOA Code 2 [ side by Side
Create Date Side
D Exception Comment Print

Section 508 Compatibility: | [] Foider / Document Digplay

|3

é] Done q Local intranet

2. Type your desired number of rows per page in the Number
of Rows per Page (Display) field.

3. Select the Default Search Option (Forms) you desire. .
The choices are: Common Forms, All Forms, and Agency Forms.
Common forms are defined by the agency as forms people typically
search to see. All Forms produce a very large list of all possible
forms including a mix of agency specific and federal forms. Agency
Forms produces a list of forms that are owned by the particular
agency you are a member of.

4. Select which fields you’d like to see in the results display
(folder level)
The choices are: The options are SSN, First Name, and Last Name

5. Select which fields you’d like to see in the results display
(document level)
The choices are: The options are Form Number, Form Description,
Type Description, NOA Code 1, NOA Code 2, Side by Side, Create
Date, Side, Exception Comment, and Print.
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6. Check if you'd like to have folder/document display
compatible with Section 508 standards.
When enabled, instead of drop-down actions for folders/documents,
they will be displayed in cells that can be accessed by using the
keyboard. Uncheck to re-enable the drop-down actions.

7. Click the IS Apply button.

The Preference page displays a message “User Preference settings
updated.”

Note:
To cancel and return to eOPF Welcome page, click the Cancel button.

The following figure displays the General Preferences page with a
confirmation message.

a General Settings - Microsoft Internet Explorer @ |Z||E|

v

BEAN, Preferences - General Preferences :
Search e0PF User Preference settings updated.

— — =
Change Email il - AN CEC

[ General | Workflow |

Emergency Data

e T

(& common Forms

Preferences
O AlForms

Logout Select Default Search Option (Forms):

O Agency Forms

ssH Last Name
Select Results Display (Folder):

First Name

Form Number Form Description

Type Description [ noa code 1
Select Results Display (Document): | []noA Code 2 [ side by Side

Creste Date Side

D Exception Comment Print

Section 508 Compatibility: [ ] Folder / Document Display
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To Change Your Preferences (Workflow):

1. Click the Preferences button on the eOPF
main menu.

The Preferences page appears with the General tab active.

The following figure displays the General Preferences page.

a General Settings - Microsoft Internet Explorer @ |Z”E|E|
&
[ ceneral I Workflow ]
My 0P Preferences - General Preferences :

Search e0PF (e | T

Change Email

Emergency Data Humber of Rows per Page (Display):

Change Pwd
(2 common Forms

Preferences Select Default Search Option (Forms): O AlForms
Logout OAgency Forms.
sSN Last Name
Select Results Display (Folder):

First Name
Form Mumber Form Description
Type Description [InoA Code 1

Select Results Display (Document): | [ NOA Code 2 [ side by Side
Create Date Side
O Exception Comment Print

Section 508 Compatibility: [ ] Folder / Document Display

| <

d] Done q Local intranet

2. Click on the Workflow tab.
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a Workflow Settings - Microsoft Internet Explorer

|  General | Workflow |

Preferences - Workflow Preferences :

Search eOPF _
Workflow | e o
Change Email
z : F .
EINEAErcyRan Max. Number of Workflow ltems to Display: | 200 |
Change Pwd - L :
| Display Process: EOFF v
Preferences i ——
 olsplyTaske |~
| Display InfoSource | w
Worklist Settings ' Workitem Settings
[ Al [l Al
[ ]In Box [ Normal
[1Pending C1FvI
[ pistribution [ Copy
[ Fetch [1Return Copy
[|outstanding Copy | []Preview
[ Completed

Note:
If you do not have workflow access the following page is displayed.
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A Workflow Settings - Microsoft Internet Explorer |Z||E||z|

General

Workflow

Workflow Preferences :
My eOPF | You do not have access to Workflow
Search e0PF | i

Max. Humber of Workflow tems to Display:

Change Pwd !

Change Email

Emergency Data

Preferences

logout

| %

! >
‘:ﬂ Local intranst

3. Type your desired max number of workflow items per page
to Display in the Max. Number of Workflow Items to
Display field.

4. Select from the drop down lists to configure your
preferences for work item list display.
See the chapter on workflow for detailed explanations regarding
Display Process, Display Task, Display InfoSource and other
Worklist and Workitem settings.

5. Click the I Apply button.

The Preference page displays a message “User Preference settings
updated.”
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The following figure displays the General Preferences page with a
confirmation message.

a General Settings - Microsoft Internet Explorer @ |ZHE| 1

[ General | Workflow |

My OPF BTETICE eneral Preferences :
Search eQFF

Change Email

Emergency Data

o R

(3 common Forms
Preferences

Logout Select Default Search Option (Forms): O I
O Agency Forms
s Last Name
Select Results Display (Folder):
First Name
Form Number Form Description
Type Description |:| NOA Code 1
Select Results Display (Document): |:| NOA Code 2 |:| Side by Side
Create Date Side
|:| Exception Comment Print

Section 508 Compatibility: [ ] Folder / Document Display

Note:
To cancel and return to the eOPF Welcome page, click the Cancel button.

Viewing a Position Description (Optional Availability)

eOPF offers the capability to view position descriptions through an online
position description query (PDQ). This must be implemented to be used.
By default, the position description function is disabled.

To View a Position Description:

1. Click the My eOPF button on the eOPF main menu.
The My eOPF Results page displays your eOPF folder and also lists
the document within it.
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The following figure displays the My eOPF Results page.

soft Internet Explorer

Help | FAQ

My cOPF: FIRST1000 LAST1000
View wath -
| |
| Action | SEM Latest Ef. Date PO ID | Org Code lMl\iy Code
oy 7 TRE s &
102 remmed.
Frev 1234567 Next
Action| Effiective Date | Form Description | Type Side

O |oz/ryzoos  |ams e
Q |o2i2008  |RECOMMENDATION FOR RECOSMITION  |APRLICATION Parmenant
D 02/17/2008 AR ADMINISTRATIVE [TIMIII'II"‘

roar RECORD OF FEASONNEL SECURITY e
Q |ozoerzons INVESTIGATION AND CLEARANCE ECER EREE
o FOR [anmm
Q) |ozroz1984  |NOTIFICATION OF PERSOHNEL ACTION I_?ﬁ:““’“" GF CURRENT SPOF | pyrmanent
o NOT oF ACTION  |CAREER APPT [anmm

- RECAEATION OF RESUBMISSION "
@ |omouises  (NoTIFICATION oF PeRSONNEL AcTION | RECREATIOH OF R Burmanent
(4] NOT aF ACTION  [EOR OF CURRENT, CEOF [knmm
@) |om02/1384  NOTIFICATION OF PERSONNEL ACTION | CAREER ARPT
o NOT oF ACTION  |CAREER APPT [anmm

- RECAEATION OF RESUBMISSION "
@ |omouises  (NoTIFICATION oF PeRSONNEL AcTION | RECREATIOH OF R Burmanent

OF REVIEW FOR TS23,
< DESIGHATION GF BINEFICIARY Ll [""""""“
Q) |ozow1973  |NOTIFICATION OF PERSOHNEL ACTION 2%‘”“19" CRACDITION TO | g ranant
WA LITTER CORTIFYING J0% OR MORED
D 02/02/1973 DESABILITY COMPENSATION FOR APPOINTMENT SUPPORT [Tlﬂlﬂﬂ‘
Frev 1 23456 7 Next i
&3,

2. 2. Click on the < Folder Action icon and select the
“a' View PDO \sjeyy PDQ option to view the PDQ.
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The following figure shows a sample PDQ document.

Home @ Create View Edit Eval Statement  OF8 Printer Friendhy Help Delete

PD #: (H100208
Position Description

WG - Worker

I

Pay Plan: WG

Job Title: Maintenance Mechanic

Series: A749 PLFA: ooc

Grade: SFa2 #:

Is this a BSM Mo

pPD?
Active Created By: CM=Tira Flickinger/0=
Completed Date Created:  03/23/1997
Signed Date Completed: 08/13/2002

Major Duties:

1. Performs scheduled preventive maintenance of equipment and component parts of
the automatic fire sprinkler system. Work is performed on a scheduled and 24 hour
emergency service basis. Preventive maintenance may include dismantling, cleaning
and replacement of any or all components comprising the sprinkler system . Repairs
may consist of replacement or rebuilding of sprinkler valves, cut out and replacement
of piping, servicing and repair of system air compressors and the maintenance,
servicing and repair of gasoline and electric powered pump driver. Performs
scheduled testing of pump controllers, auxiliary pump drivers, water distribution
system and sprinkler heads to evaluate operational capabilities of the system and to
determine the necessity for repairs or adjustments. Uses hand tools, wrenches,
hammers, mallsts, chisels, saws, levels, and other tools of the trade. Operates =

3. Close the PDQ window by clicking the L=l Close button in
the top right corner.
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Viewing a Career Brief

The eOPF optionally provides access to your career brief. The career brief
Is a summary of your career activities. It is both a viewable and a
printable report.

This feature may or may not be enabled by your eOPF administrator.

This figure displays the My eOPF Results page.

2R <OPF - My eOPF - Microsoft Internet Explorer

My OPF: FIRST1000 LAST1000

Virw wath -
| [
Action | SSN Latest Ef. Date FOID Org Coda | Activity Code
= iouo-wwu 03/31/2005 TRE A A
102 remmen.
Prev 1234567 Next
!m:tiun Effective Date | Form Description Type | Side
O |oz/13/z008 |m |mmnu=mmm | parmanant
@ |omi7/2005  |RECOMMENDATION FOR RECOGNITION  |APRLICATION
0 02/17/2003 |AM |mumkam [Tlmllﬂl\‘ |
roar RECORD OF FEASONNEL SECURITY " e
Q |ezroaizens INVEETIGATION AND CLEARANCE BEEECH Pt
o | FOR |Am'nan [Plnnlncnk |
Q) |ozoz1384  |NoTIFICATION OF PERSCMNEL AcTION  |CORRECTION OF CURRENT SPOF oo g
0 02/02/1984 |ncmslmionasmmnsuman |mﬂ:\w [Plnnlnlnt |
02 - RECREATION OF
Q |owozises Iuo’r(r:cnnou OF PERSONNEL ACTION |oFn cror Recor
Q) |oz0ar1884 |neT oF AcTion |SoK OF CURRINT CEGF [Plnnlncnk |
@) |om02/1384  NOTIFICATION OF PERSONNEL ACTION | CAREER ARPT Burmanent
0 02/02/1984 |ncmslmionasmmnsuman |mm.m# [Plnnlnlnt |
02 - RECREATION OF
@ |omouises  (NoTIFICATION oF PeRSONNEL AcTION | RECREATIOH OF R
O |caoanisrs | POCUMINTATION oF Riviw FoR 583, |aasrrs [km“m |
oF taRy
@ |owozisrs  [noTIFICATION OF PERSONNEL ACTION Sroy |[ESION GRACDITIGNTO | pyrmanent
VA LITTER CORTIFYING 0% CR MORE
0 02/02/1973 DEGABILITY COMPENSATION FOR |Amhl§ﬂ‘ SUPPORT [TIMIII'II\‘ |
Prev 123456 7 Next

To View Your Career Brief:

1. Click the My eOPF button on the eOPF main menu.
The My eOPF Results page displays a single row representing your
eOPF folder and also lists the document within it..

2. Click on the < Folder Action icon and select the

Il View Career Brief \sjey Career Brief option to view the Career
Brief.
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Accessing Online Help

You can access eOPF online help by clicking on the Help link at the top of
an eOPF Web page. From the Help page, you can jump to topics of
interest.

The following figure shows the eOPF Welcome page with the Help link
circled.

2 Welcome to eDPF - Microsoft Internet Explorer

My cOPF Welcome to the eOPF System

Search e0PF ] -
e Introduction:

Change Email

Emergency Data The eQPF System contains electronic copies of the documents that make up your
Official Personnel File. Your eOPF may not contain copies of all documents that
were created, as many of these documents have not been scanned in yet. If you
have questions conceming the technical aspects of the eOPF, email the eOPF
references administrator at eOPFAdmin@agency gov

Change Pwd

Questions conceming specific personnel actions should be sent to the appropriate
HR. representative.

Custom Link ..

User Info:

Email: Joe.Bazici@test com

No Emergency Data on record.
Password will expire in: 20 day(s).

£

‘-d Local intranst
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Accessing Frequently Asked Questions (FAQ)

The eOPF provides access to a Frequently Asked Questions (FAQ) page.
The FAQ page can be accessed by clicking on the FAQ link provided at
the top of eOPF pages.

The following figure displays the eOPF Welcome page with the FAQ link
circled.
2 Welcome to eDPF - Microsoft Internet Explorer |Z|@|r§(

X]
______

JOE BASIC
Help | FAQ

MycOPF Welcome to the eOPF System

Search eOPF o
Introduction:

Change Email
Emergency Data The eOPF System contains electronic copies of the documents that make up your
Official Personnel File. Your eOPF may not contain copies of all documents that
Change Pwd were created, as many of these documents have not been scanned in yet. If you
have questions concerning the technical aspects of the eOPF. email the eOPF
I Fre crences administrator at eOPFAdmin@agency gov
Questions concerning specific personnel actions should be sent to the appropriate
HR representative.

Custom Link ...

User Info:

Email: Joe.Basic@test.com

No Emergency Data on record.
Password will expire in: 30 day(z).

|54

‘-J Local intranet

Accessing the FAQ page provides current eOPF information to you. For
example, the FAQ page may post information about:

Definition of the eOPF

Frequently asked questions

What’s new

Discuss technical issues

How to contact support; and

Post general information about eOPF access.
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Chapter 8: Logging out of eOPF

In order to ensure the security of the eOPF, remember to log out of the
system when you are finished.

Note:

You will be automatically logged out of the eOPF after the system is idle
for a certain amount of time configured by your local Web site
administrator.

The following figure displays the eOPF Welcome page with the Logout
button circled.

FEX

File Edit View Favorites Tools Help :;'
“ Y A =N 'S 7 5 3 Fe ] ¢

@ Back ) \ﬂ Ig (| &~ Search . Favorites @ Media {?’ [V =" _J ﬁ

v| Go  Links @

2l Welcome to eOPF - Microsoft Internet Explorer,

Address ‘ {Back to e®OPF Web Interface » PP aspx?LoadPage=EOFFWelcome

-4

JOE BASIC
Help | FAQ

My cOPF Welcome to the eOPF System

Search eOPF : o
Introduction:

Change Email

Emergency Data The eOPF System contains electronic copies of the documents that make up your
Official Personnel File. Your eOPF may not contain copies of all documents that
were created, as many of these documents have not been scanned in yet. If you
have guestions concerning the technical aspects of the eOPF, email the eDPF
administrator at eOPFAdmin@Agency. gov

Logoat
l‘ luestions concerning specific personnel actions should be sent to the appropriate
HR representative.

Custom Link ...

Change Pwd

User Info:
Emsil: Joe Basici@@test.com
Mo Emergency Data on record.

|5

‘-__:! Local intranet

To Log out of eOPF:

1. Click the Logout button.

A log out confirmation prompt is displayed.

The following figure displays the log out confirmation page.
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Microsoft Internet Explorer [z|

'u..:':.} Do you want to Logout of eQPF?

oK .|[ Cancel ]

Click the
browser window.

| OK button to logout and close the
-OR-

Click the Cancel button to return to eOPF and
continue work.
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Glossary

Administrator

Career Brief

Contact Information

Groups

Folder

Password

Password Letter

Position Description

PDQ

A user that has special access to setup, modify,
and delete parameters within the eOPF system.

A report (accessible via i View CarserBrief joon) that
Is a summary of an employee’s career.

Data (accessible via icon) is

voluntarily supplied by employees for use by
management during an emergency.

A combination of functional processes for
which a user is granted access.

A container for documents.

A complex sequence of characters required for
access to the eOPF.

Notification from the Agency to the employee
providing the password for the eOPF.

A written description of the duties, knowledge,
skills and abilities for a position in the Federal

Service accessible via icon. ‘& view Foo

An & view Poo jcon for accessing Position
Descriptions. May not be available on all
eOPF deployments.
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Security Access

Supervisor

View Doc

A level of accessibility to documents and
functions within EOPF.

A user that has access to not only his or her
own EOPF, but also is provided with access to
view and print documents for employees that
he or she supervises.

A [E view jcon used to view the documents
within a folder.
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Acronyms

eOPF

NOAC

OPF

OPM

PDF

Electronic Official Personnel Folder
Nature of Action Code

Official Personnel Folder

Office of Personnel Management

Portable Document Format
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Index

A

administrator - 1, 6, 10, 11, 12, 15, 28, 35,
45, 48, 50, 67, 70
Adobe Acrobat - 3, 25
Adobe Reader - 3
annotation - 20, 26, 27, 31
printing - 31
private - 27, 35, 37, 45, 48, 50
public - 27, 37, 45, 48, 50
auditlog - 1, 19

B

browser - 3, 10, 20
Browser and Viewer Requirements - 3
buttons - 10, 20, 24, 25, 26, 28, 29
Change Email - 11, 55
Change Pwd - 11, 12
Emergency Data - 11
Logout - 11
My eOPF - 10, 64, 67
Search eOPF - 11, 17, 20, 21, 31, 33

merging - 25

my eOPF - 19

order - 17

printing - 31

removing from a paper clip - 45

retention - 17

scanning a new page into - 31

searching for - 21

storing - 3

view annotations - 26

viewing - 17

viewing instruction pages - 28

viewing within a paper clip - 43
downloading Adobe Reader - 3
duplex printer - 25, 32

E

email address - 11, 55, 56, 59, 60, 63, 64
emergency contact information - 11, 18, 56
Employee Benefits Information Systems - 1

C

cancelling
password changes - 13
printing - 32
career brief - 18, 55, 67
changing email address - 11, 55, 58
changing password - 11

F

FAQ - 69

file format - 3

folders - 17, 18, 21, 26, 28, 31, 35, 37, 39,
40, 42, 43, 45, 46, 48, 50, 51, 64, 67, 74

frequently asked questions - 69

D

deleting documents - 46
deleting documents from a paper clip - 45
deleting paper clips - 50
desktop - 1
Document List - 23, 29
Documents
adding to a paper clip - 37
changing the viewing size of - 25

H

HR specialists - 20, 21, 22, 26
HR systems - 1

instruction pages - 28
Internet - 1, 3,5

L

lock out - 5
Logging On - 5
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Logging Out - 11, 70

M

main menu - 10, 19, 20, 21, 37, 40, 43, 46

Microsoft Internet Explorer - 3

Microsoft Windows - 2, 1

My eOPF - 17, 19, 27, 28, 31, 35, 37, 40,
43, 46, 48, 51

double sided - 25
Search Resultss - 33
single sided - 25
Printing - See Documents: printing

@)

Office of Personnel Management - 1
OPM-1,17,75
OPM guidelines - 17
Other Functions - 55
career brief - 67
change email address - 55, 58
emergency data - 56
frequently asked questions - 68, 69

R

removing documents from paper clips - 45
reports - 1
resetting your password - 13
Search Results - 19, 24, 27, 28, 39, 40, 42,
43
printing - 33
retention - 17

P

paper - 17, 35, 37, 43, 44, 45, 46, 48, 50
Paper Clip - 19, 35
adding documents to - 37
creating - 35
deleting a - 50
designating as public/private - 48
removing a document from - 45
viewing documents within - 43
Password
assigning anew - 5
changing, manually - 11, 12
emailing new - 10, 15
expiration - 12
guidelines - 5
managing passwords - 11
policies - 11
resetting - 8
resetting - 13
Portable Document Format - 3, 75
Position Description
viewing - 64
printer settings - 31, 32
printing - 31
annotations - 31

S

search results - 23

searching for documents - 11, 21
security - 1,5

storing documents - 3

system lockout - 5

U

URL address - 6
user agreement - 6
user name - 7

Vv

viewer - 3, 20, 24, 28
viewing
annotations - 26
career brief - 67
documents - 17
documents in a paper clip - 43
emergency data - 56
instruction pages - 28
Viewing
a Position Description - 64

W

Web-enabled - 1
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